8 


(Introduction to Windows) 

JtyTwXiy<3l->T 

/^^y"(Linux)(/^livj»l(Macintos!Ou^lJ^^»A;y;y^I.^^^ 10% Jlr><//^0%L /' 

A^l-/Jl^>/(Help)wV- 

; jyi(/uLi/>j>Zl 8.1 

(Main Keywords Associated with Microsoft Windows) 

(Disk Drives)^ 

t>j3.5"yL-tjK'd.44 MB)f^ fj'- jic^ 

^Ul 9 J t;<=^ wXl 0^ J ■>> L ^'-f- C* If t If jr 0 .i A: v't: 4 ^ 'tr ^ G: \ 

G:\ I H:\/l<f^lrlfU^ 

(Folders / Directories) v>>)y "5^ 

If 2 ^ li Jl^. d •G 

_ <^ C^' (f Jf -?f ^ ^ (>9C^" If ^ ijv3v>) y 

(File Extensionsl/^^^^ci'l* ^ 

.^^('t^jilPhoneNumbersc;^ftilc/l>(/GPhoneNumbers.txt/l<<f‘^(I.>^i?i^u;^'4*^"'^t/' 
PboneNumbers.txt99 ‘>?'TboneNumbersytl^d^bi(>tL/dl55(J“-i^'^y-^c/l^ 


Not For Sale - PESRP 


133 




'•U^ tj^ 3^jj><J^^J^ tf:- (ji(JIt^ J>f Jl?^l \t 



“ .doc 

☆ 


■ .xls 

☆ 

^»yyHJ.>^'^y^^t 

V 9 

- .ppt 

☆ 


- .mdb 

☆ 


" .bmp 

☆ 


■ .wav 

☆ 


■ .html or .htm 
(Icon) c/^’ 

☆ 


My Computer 



Recycle Bin 


f^^<£:L.fj\jli JCs j(/?^J«?Ul(^ J>iif>^* JU" fy>*U^tfi-j>n/;^L^^Iwir fJLOcJ^^ 

(execute) 

Vj ci Jl>^<<Cc^U</^'’t*:? 


My Computer 

»*j/y> (ly j itf .jjf (y j jy p y^ ly j j J fii— 


tc;j^(j!lRecycle BinjO’*^^^*^j^LiT 

(^2^ J^((y^<i/3y>ly Jyw^ L^ 

<e^J'i.ii^iiJ^yjJ^{J^ijif IL 
-t/yC^Empty Recycle Binvil(^j^yO^C^fy^:^^>^J^/Jt 


Lt y wIf jiJiiJ'/. ^ jjifijf FI U^hJi}) ^My Documents 

-T » t i • •• ' 

l^f wT/ (Jl{? ^ ^If f'* t"-^ Iru 

jj3>ir^ijij!)i:;^L^^2£/J^\,ii\^jJrj'lst^:£/jr^\^}J\^ 

t>rj^rV Jfjy))^ 


c/*c^Z-l(f^•y^yyy^Uv>5V^*»Air^*<^(y^Tlnternet Explorer 

- Z- J'iJ^\^ J \^j^<^/“ ■» lT 


(Features of windows) 8.2 

(Graphical User Interface) 
c/*-^ t>r J JjfVyyyy iTy^ 

Not For Sale - PESRP 

134 


My Documents 


Internet Explorer 


EH 








(Start Button) 

C^lf ^ ij!i):^e^^j3^ If 

\Sj»ji»rJ^/J\!r I iVf'lyCy J>C t/1*^ 

(Settings);^i:~- 
(Task Bar) ☆ 

/jl 2^ (jif Iryl/J I »-^ L* ‘iS-yr ( t^ 

(Windows Explorer) jj!^^j»i» T^T 

c<< Ji/< n\it^ t/*-^ 1^C*-/^ >j^^(Browser)>> jU ^/^y^}^hj!^^j»jti 

(Mouse)t/jt 

^ly • 2^ ^ ^ c^/^<y c/< ^ j ji/zy ^ ^ 

t/'j t-c^ 2^(/^l^ * Vrr (^(/^ l(/L Zl w t/l-<^ J>t jl *» 

2^ tXi^iyy[X/*-^lf t(Point to an item) ty[i>l^»-i/^(/|^ft-^l 

-Ul 

^\jyj3^Ji^Ji ^JC^(jU(Jt/''^t4=^(iJf>i*C^>'Ct>fyiJy^J(^ an item)tyOfc^‘l'« 

J>iJ^c;^ULbirt;'jl/ivi((^yj^>y^y^l/f^^<C^-^'(Rigkt click an item) l-i^l'Ul{l^^(^1^<-^* 
\J^ > 3^ l^yr ii> h^ij 

-<£lfl^Jt^l 

Lj<=^ :(Double-click an item) hi^^/^«yP'Tw^l 

item) t/^ji/j^'^St 
(Shortcuts) 

- ^ J^lf Jt^U (access) (3 ly^y (Jjif^> (Jl^ <>i 2^ h (,/*Ci^> l^c;;- 
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(Multitasking) 

Jl?*-^ P^If y^'^'ly'jyJjjjVC- ^fc -iM 

£-xZ-v^ l^(^ J>^ lil. viv«?i-<^ (3^lf iTiJ'lic-Uviki{r^y P^lf Ij^l^ 

If K»A VC^ c5)w^ 
(Easy Internet Access) 

^t‘y^-^ivc-^j*iPL'^(MSN)w*v#»i</ciPU'iv^ty^ •jj’- 

/^?^<jij?j1r4^ Ujc-J ivO^vi^lw u'It 

-^if ju ijG.'Vj{ry>ivj(|ji <w^yi^vi*(iif ‘VV jiJrVCg^l 

(Great Gaming Platform) Uhigl' 

Vi I I Ljf;2?y ^ vf (J^ vi vS?i - ^ Jx ijjiy^^ 

- lic • ki^ L ^ y > j Vi ly j j 


(Hardware Compatibility) (j^" 




^'fS>j 


(Search Utility) 

-L^2-v0^vviV^fvi>*iJ^Lsf(J*^<J^t‘(^2£y^iL^(jv‘J»i*^(3^1>c-jc!.iiv^vv^>t^^y^k^^iilk^ 

(Help) 

jLyfvc-vi*'jJ^iv(?iii^C^'lfUC:£^(r>-^Ji?-^s^iCvyv^_^lryl/k^4r^gyi)tilT^^i-y^lf(/viv(fi 
J*k-4r*<3U^(^^ V t ^ kd^'tf{J fiO^c- ^ tvOiili/iviC/O/f/ ki-^ii If lf(/ LTtv^j/ 

-^CP|f 2lfli.vtJ-/k^, jLif 


(Windows Desktop) 8,3 

yK tv^! jlliC t/l, c^ U w(^ itf:- »f- Z-^c/TjIliCWw Vi 

<mji^Jfi k^t?<-i^i Jbi- ly^y vi^^Ut-P-llc-^ltiivii/L 
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(Start Button and Taskbar)7^i—8.3.1 

(AD ZlZ..IjfIf(Pop-up)wLwV^ 

Programs) 


>4 dministr^tor 


I Manage Your Server 
SB Conwnand Prompt 
getright.eMe 
^ Internet Explorer 
^ shed.exe 

WindowM Explorer 


Al programs * 


W 

i>:i...' 

^ My Recent documents ► 

o Control Panel > 

AdmntstraUve Tools » 

Connect lo ► 


^ Printers and Faxes 


tlelp and Support 
^arch 

m Logoff m Shgt Down 




I# start I ^ ^ ^ {jtl 

(}yj.yli^)8.2j^ 


^Mc... ^WI. 
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(Steps to Start a Program) 8.3.2 

iA e^c'/sy ^ /-X1t/' (n) 

(iii) 


tfJ 
C3 
':!3 

a 

c3 

-;) 

-3 

,□ 

1:3 

Ma 

Manage Your a 

a 


Accessories 
ACD Systems 
AdmrMStrabve Toots 
Adobe 
OivX 

□ecard MPEG2 Decoder Package 2.0 
HP PreosionScan LTX 
3ava Web Start 


Microsoft yfi'-t Toots 


A dm ini. 


GB Command Pn 
^ Qetrtoht.eKe 


a 
a 

^ Irtternet Expl ^ 

^ sheiLeKe (9 

*.J Windows Expi 

s 

;i 


mIPC 

Nero 

PrintMe Internet Piloting 

QuckTime 

Padlete 

Real 

Reaftek Sound Manager 
Mkrosoft Access 
Mkrosoft Excel 
Mkrosoft PowerPoint 
fikcrosoft Word 
MSN Messenger 6.2 
Outlook Exiiress 
Remote Assistance 
V^wo! Mat 
Yahoo' Messer^ 


Activate Product 

m Mkrosoft Access Snagshr<t Viewer 
[IP Mkrosoft iTp Orgamrer 

Mkrosoft Office Appikatw Pecovery 
ttoosoft Offke Document Imagevg 


Ip Office Dcw«r^^sc*w^ 


Mkrosoft Office XP Language Settngs 
2^1 Save My Settmgs Wttyd 


m tog Off Shrf Ooiwi 


j.^ Start ^ ^ m 




Not For Sale - PESRP 


138 




-Jl^ 

(Steps to Open a Recently Used Document) 8.3.3 

(ii) -(^yCC^^t;r*ki'>U' (i) 

~(^yCi^c (iii) 


•J _0016.K>g 
■j Advartswnent.htfn 
AppkcaUon 
ei form.doc 


(Steps to Search/Find Files)f^l>5l^^y3i^|?/^^/^g 
-2 -1 
- C^k- ^yi/t 




1 Administrator 


MmnmQ^ Vour <grvcr 

SB Co«vim4W«d l*rompt 

Recent Qacumenla >1 

tjft petrtgM.WMc 

Conkrot P«n«l ► 

gxplorw 

@ •iMSd.CMP 

'-llH AdnanMraUva Toot* » 

Connect lo » 

^ Pnntarc jnd Racac 

t_J WtntfaMM CMploror 

Notapad 

Sm MKro»oft Word 

Ramota Oait^op Carr«ctton 

Uat> and Suppoft 

o BSPtayar 

Alerogratna » 

Search 

d7R*jn-.. 

j^LodOff fol Shut Down 

'#■ Start 
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_w'P (iii) (ii) (0 

-4^ t ^/6 t/S- //d'>j>vyu(r Z-/J^^cA v-" ^ 


^oo» r :__ 

local Hard Drive? (C:; 0 ::g:;<‘:) jJ 
^ My C'Otumen*? 

My fmt'jifs 
. , I My Mu»< 

^ C>*?itlop 

j( My 


0«=ICE C (C:) 
^ Office 0 (DO 
» C-Ff la E fEO 
» offia F (Fo 
i 'I>Cv<ve<GO 
bteme... _ 


^Zlaa/-^ If i-^ (/li ( 

(Steps for Shutting Down and Restarting Windows) 

(hi) 





tthildo you th# cofvvMkor to do^ 


M* yotf soMon. iKjtt dOMTi ^Mndosw, ««« 
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Restart 


ZJ 

Log off Administrator 


HHHHUi 


Restart 



Stand by 






-j^yO^iyOk (v) 

(Using the Windows Explorer Program) 


8.4 


^jrZ^j:X^j:.^j‘ \.^^'^/s:j:I^r.jZ;/h; I;v^ '^c) 


■ 01* Citt V9MW lo#** 

IV^' •- .>> • .T .0 •*•«#• 1 

. -sj* 

jf >: “> 1 m* 

! *>»»»»■ 1 >* 

. -- .. i).iS3«.i 

• w 1 

U>l>^-4. 1 



•• ■•' •>» % iT-jr* 


........ 

. 

1 . 

i 

j 

__ 


( >>*J» ^^(»>'i ) :8 . 9j^ 

(Steps to Start Windows Exp\orer)^i^i^l^Jli^j\i^Jjj)^fj)Ji) 8.4.1 

(i) 

(ii) 

-(^yCj^^Cv^V^* >'*>*'* (iii) 

(Creating a Folder) 8.4.2 

< I 2 ^ ts v>'< 4 £l L(^ Ii \J\f^ l> w ^ 


■ 

- (^ >'0^*1;:.. t k v>ljrf 0 

(0 


(ii) 


(iii) 


(iv) 


(v) 
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Cortfirm Folder Delete 


ing a File or a ¥ older) 8,4.3 

(i) 

-UT (ii) 

(iii) 


Are you sure you went to remove the folder 'softweres' end move eH 
its contents to the Recycle Bin? 


( t/fX/cf^}tS^h)8.\Q 


Open 

Eailore 

Empty Recycle Bn 


Create Shortcut 


Properties 


-l^>'C,^V^Empty Recycle Bin (v) 

fcy^ wC^ 

(Copying a File/Folder from a Floppy Disk to Other Drive) 


Intel net 
Eitplorer 


gm HyWey NeOl e eWg MewOotNet 
Qp«n 
Explore 

St}«ino end Seojrtty... 

^5ddto archive... 

HAiIiI to>lKro«<ft SOi. Server.rar~ 

^Comprecc and emal. 

^Comproy* to ^iiciosoft SQL Seivor.rar" and wnoi 
VlQd To * 


Cooiee the selected Eernt to the Cfepboard. 1o put them in the new tocetion, use the Paste coevnand. 


(iji J 12 
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(iii) 

-X tyQ y/ (J'(jy If^c/ * (• v) 


View 

► 

Arrange [cons By 

»■ ; 

Refresh 


|^^P:^e' ; ■ ■ ■-■’"'I 

Paste Shortcut 

I 

yndoMove"* 

Ctrk-2 j 

New 

i 

► ; 

Properties 


( c^ (ji iifU^Cir"iy)8.13 

(v) 

^ lf<L- ^yiJ<)‘/')^y^ i_ yi_ X 

(Renaming a File or a Folderr)t>^>^|'tlJ>jyytt.^l>»-^ 8.4.5 

(ii) 

Open 

£2P*^« 

Sft^rcb... 

Sb*^aig and Security... 

^Add to archiv/o.., 

HAdd to lEbooftv.rar- 
^Comcross aoda^i^... 

^Compro«s to '*Cboots5.rar‘* and emal 

SvQid To > 

Cut 

iopy 

Oeote Shortcut 
Ootete 

_ 

^{^Ji^/ [Renatne)^(i>' (iii) 

-UT Ljc^l^'Entervift-Cf^tU (iv) 

(Using Windows Controls) 8.5 

>i<My Computer 
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Close button 
- Maximize button 
'■ DAinimize button 


Scroll box 


Scroll bar 


Contiol Panel 


Scroll arrow 


j 7 obj^sl 


Status bat 


( My Computer)8.1 


f jsj > 


(Using Windows Menus ) 8.6 

^ '-s' ■’ ^ 

i ♦ • 

is from a Menu) 8.6.1 


ly Computer/t 


[y Gomputer-t/ 


Contniand 
is not 
available 




Shortcut key 

CoiTunand is 
available 


CtfkA 


(j/UZl^i^f'EditJt'il^^My Computer)8.16iJ^ 
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L .s/7 Jl t Vi >*J 







^ddjCA/Aj'''^)}!) 

tdi hs// )^ W<>V 











- (J^lJ ’■/‘r'*^** *-’-^ ^^ 

(iii) 

f^iView^ (iv) 

(v) 

Computer 

-t^yil^iywi^LrArrange Icons (iv) 

J^^trj^yrl^^lJhJ^yG^iy^J'uC h>^L^Ir/^/yi£f^dL:'IJ^^t‘.^y:^i^Cascadir\g^l 

-U"i3f*f- t>^y7 f tZl >* iT 

Computer (viii) 

_ (f,^ U j<>(< } <=;- 

(Changing Desktop Background) 

(0 

Properties (ii) 

-t//^/OkAltiXi>Apply (iv) 


Th«m»* 


Easte . 

■ astc 5.h(Ciri:tut 
Undo Delete 


Bfowte 


^ ACD W4llD«C« 

^ aliAmk»( > 4k«fn 
^Ai<«r4 
^Awik«nrt 
S!}Ata 


New 


(Properties wl‘»-X'>)8.17(J^ 

Tabs 


( Sms . 18j^ 

jyy>Zl (^1) A <£l <LyiJb^*->0b<^ (f 
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_ll_lllll_lll_iilll____, 




u^S^hjI^rS 







(Using Control Panel) 8.8 

"Appearances antUU<:;_ 
tl,//^"Printers and Other Hardware L"Themes 
U" iM^ (^L ^»_^y 

/"Printers and Other Hardware’i^ < 
-C./?2^"Scanners and Cameras!^;-(ji 
‘(Jif tv/Jli^i/CategoryL/* w < 

- U-Zl ju 


^ t>f(^ 


y)t CDROM/Lcf‘^ (rlf 1///' 

-iv ) /Vi 1/ojj^iJdvd 


^( Ip l/ t/i. Zl i_ /j^L J^yiJli^iJ/iJfy w < 




-<^t‘lf^(^(<^Zl<i_///yAppearance and SettingsbjX''c[y^tl-Jilj^J^}fXj^. 

^5 



-<^. <C-Z yO^!^ttributes^ 


- Zl i_.i Oi (/ly (Zi L 


^ (/L 2^ IJ: L 

- (Zf (j'^ 

'^r< 

/(Sounds)v>?il^y^(y*wfliH/t£=:-( 


\Jl 2^/ J^//*1“If tIf(/C::- 1 ^tZl'Task Scheduler"c::i-I 
j>;/t/'^<;^t>f^iJy*C/^^li^''Add Scheduled Task"c^v^yiyL^lf Li!fyc5*9/*ij5^(/T 


-O^lf t'^l^lf 

aa 
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(Fonts)t/* ^ 

- L“ If Uy^j 0 ^ *y®v^ 0 ^ (Ji/* 



(Computer Virus) 8.9 

-u(r Z- Ujy c/>^>W94 2^/u^d J/t ^ ,/ 

(How does a computer get a virus?) 




j; 1^ ^ ^- J' U-^ Z-If ^ ik< ^iZl -J< c/'-^fi C<< 

z-vOc^-^yO'-/'-‘Zi’ 

-<^tr”0'-/*^'Zl.>**^^(/‘2L>O^-J*'-4/^-l/^^V^ci^-’^ (Attachment) J>^l^ 
^^T/(‘J^l<f-4;^ lr>^ (/y<j(J^ (/^(^ Z-%V^<yQ £L^ lTCTc^ t>c;uiylc^i J'lc//I^y 

(Antivirus)LX/*icA^ 8.10 


tr If f l>/’J^ry l>4(y ^ 1^ L:i(4l(/>^ 

j'* ^Mac»-ri(J'l<Z-w iy^->J'pCc^li^*<£:-j'' l^y?Zlw iZi?<^lf 

lVlT^P anda Software vi< Symantec < McAfee ■~iJl Z^lf Z- [cy^ 
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' 


► 



(Directory)(i/Of'fj (c) jjJ}) (b) j^hy (a) 

(e) (d) 

Jb^lb^Ij'cr.t^Viiv -7 

,9 


-11 

- (0 

->^lib"txt"-/^f-..^libPhone Numberso^'Thonu Numbers.txt'j^t^(^|j*-i^ (ii) 

-^triijC- 

-(iii) 

- (iv) 


- /jj^))j)iJ'\i3J^il^)})j:) (v) 


~^ty:J>J^i:r^''\S\ij})}IJ\iJ^\ _ (vi) 

-- (vii) 

- 4 :--— <^^j}Ji) (viii) 

_ (ix) 


~^^6J'^^Vj^iJj\ic. -(x) 

[})):) (ii) 
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^Ul'2^}3j.jt^j}i/:j\^^\jthj;i (v) 

World Wide Web>^<^^i^/t^Ar/^< (vi) 

(vii) 

i^tS Shift+Ctrl+deletE|/‘7^>*3i-J/^ (viii) 

(ix) 

(e) i/Jl (d) c^^yl!. (c) ;vJ> (b) 4-C;t (a) 

-.f-C^lf Uy li-5;, \:)^C— ij» (ii) 

(e) (d) (c) Themes (b) Appearances (a) 

s^/^\Jy h}}^ (i i i) 

(b) (a) 

(d) (c) 

w^Klez (iv) 

^syJi^yiiA (b) (a) 

(d) ("tlTi/yli (c) 

(c) 

1 -^GoodTime (v) 

(b) i/^yh (a) 

(d) (c) 





>13 



11. (i) 90 (ii) \ (iii) c^t/^ L^(Jy (iv.) (v) o'*t^U'Lfv 

(vi) (vii) \Jy\i (viii) (ix) i/yb(^l (x) 

12. (i) T (ii) F (iii) ;T (iv) T (v) F 

(vi) T (vii) F (viii) T (ix) T (x) F 

13. (i) c (ii) e (iii) b (iv) c (v) c 


/ 
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